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1.  Thou  shalt  make  every  effort  to  arrive  at  the  office  by  8:00  a.m. 

2.  Thou  shalt  conduct  thyself  in  a  businesslike  manner  at  all  times 
so  that  thou  might  be  a  valued  representative  of  thy  company. 

3.  Thou  shalt  perform  thy  duties  to  the  best  of  thy  ability,  thereby 
gleaning  a  maximum  of  personal  satisfaction. 

4.  Thou  shalt  respect  the  rights  of  thy  fellow  workers,  and  thou 
shalt  not  take  advantage  of  their  helpfulness. 

5.  Thou  shalt  lend  a  helping  hand  in  times  of  need  so  that  thou, 
in  turn,  may  be  worthy  of  help. 

6.  Thou  shalt  not  spread  false  rumors  about  thy  fellow  workers, 
nor  shalt  thou  encourage  or  engage  in  gossip. 

7.  Thou  shalt  not  abuse  thy  privilege  of  morning  and  afternoon 
breaks  by  overstaying  thy  allotted  time. 

8.  Thou  shalt  always  bear  in  mind  that  phones  are  for  business 
purposes  and  shalt  limit  thy  personal  calls  to  those  which  are 
necessary. 

9.  Thou  shalt  not  plan  thy  evening  meal,  polish  thy  finger  nails, 
nor  otherwise  entertain  thyself  when  thou  art  not  busy,  but 
shalt  make  thyself  available  to  those  who  need  thy  help. 

10.  Thou  shalt  give  eight  hours'  work  for  eight  hours'  pay,  thus 
remaining  on  thy  job  until  5:00  p.m. 

By  these  commandments  thou  shalt  abide,  if  thou  would  remain  a 

good  and  trusted  employee. 

— Madge  L.  Martel 
Office  Administrator 
Research  &  Quality  Control  Division 
The  Pillsbury  Company 
New  Albany,  Indiana 

*(or  thereabouts!) 
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The  only  real  security  one  can  have  is  reser 


Office  Woman  of  the  Month — International  Secretary  of  the  Year 


Miss  Sue  Russell,'  CPS,  of  Minneapolis,  Minnesota, 
was  elected  International  Secretary  of  the  Year  at 
The  National  Secretaries  Association  (International) 
convention  in  Los  Angeles,  California,  in  luly.  A 
member  of  the  Minneapolis  Gopher  Chapter,  she 
represented  the  Northwestern  District  of  NSA  in  the 
contest. 


Sue  has  worked  for  the  Minnesota  and  Ontario 
Paper  Company  of  Minneapolis  since  1948,  and  is 
secretary  to  Mr.  Robert  Faegre,  president.  Mr.  Faegre 
sent  her  a  telegram  of  congratulations  and  considers 
her  award  "guite  an  honor.”  'With  characteristic 
modesty.  Sue  feels  that  many  people  should  share 
the  honor,  "especially  the  men  for  whom  I  have 
worked.  I  learned  a  lot  from  them.” 


Having  won  chapter  and  divisicn  contests.  Sue  was 
one  of  five  district  finalists  at  the  convention.  Each 
contestant  had  to  answer  three  guestions  extempo¬ 
raneously,  and  was  judged  on  her  answers,  educa¬ 
tion,  experience,  appearance,  and  poise.  The  judges 
were  Mr.  J.  Kenneth  Hull,  president,  Lockheed  Air¬ 
craft  International;  Professor  William  G.  Himstreet, 
University  of  Southern  California;  and  Mrs.  Leona 
Robb,  administrative  assistant  to  the  chairman  of  the 
California  Bank. 


QUESTIONS 


1.  In  our  society,  the  professions  are  thought  of  as 
belonging  to  those  people  engaged  in  law,  medi¬ 
cine,  education,  etc.  Why  do  you  think  secretary¬ 
ship  merits  status  as  a  profession? 


2.  As  the  senior  employee  as  to  position  and  length 
of  service,  you  have  a  responsibility  toward  the 
encouragement  and  training  of  younger  women 
employees  in  the  office  for  furthering  them  in 
management.  What  could  you  do  to  fulfill  that 
responsibility? 


3.  Recently,  Mrs.  Smith  has  been  assigned  as  sec¬ 
retary  to  an  executive.  Several  previous  assistants 
have  resigned  after  only  a  few  months.  This  man 
does  not  use  his  secretary  to  her  full  capacity  and, 
therefore,  sometimes  makes  conflicting  appoint¬ 
ments  which  have  caused  embarrassment.  He  does 
not  leave  word  where  he  is  going  nor  when  he  may 
return.  Often  he  changes  instructions,  forgetting 
that  he  had  made  a  decision.  Mrs.  Smith  is  anxious 
to  make  a  success  of  her  new  appointment.  How 
should  she  proceed  to  bring  order  and  efficiency 
to  his  office? 


Sue  is  a  graduate  of  Harmony  Grove  High  School, 
Camden,  Arkansas,  and  of  Union  College,  Lincoln, 
Nebraska,  where  she  earned  a  B.  A.  degree  in  busi¬ 
ness  administration  and  economics.  She  has  also 
taken  night  courses  at  the  University  of  Minnesota 
and  studied  voice  and  piano.  A  member  of  the  Civil 
Air  Patrol  for  six  years,  she  is  Minnesota  Wing 
Adjutant  with  the  rank  of  captain. 


She  joined  NSA  in  1952,  has  served  as  chapter 
president  and  as  Northwest  District  Representative  on 
the  International  Education  Committee.  Her  articles 
have  appeared  freguently  in  The  Secretary,  NSA's 
magazine.  In  1954,  she  passed  the  Certified  Profes¬ 
sional  Secretary  examination  held  annually  by  the 
Association. 


Along  with  the  SOTY  crown.  Sue  received  an  IBM 
Executive  typewriter,  a  Royal  portable  typewriter,  a 
Remington  shaver,  a  $25  certificate  from  the  House 
of  Westmore;  clothing,  china,  perfume,  jewelry,  and 
cosmetics  from  various  manufacturers.  NSA  gave  her 
a  silver  pitcher  and  a  U.  S.  savings  bond. 

The  box  below  shows  the  guestions  the  judges 
asked  and  Sue's  replies.  (You  may  want  to  cover  her 
answers,  supply  your  own,  and  then  check  your 
replies  against  hers.) 


ANSWERS 


1.  A  secretary's  work  takes  more  than  a  mere 
knowledge  of  skills  and  stenographic  proficiencies. 
It  takes  judgment  and  understanding  of  many 
phases  of  the  business  world.  In  this  way,  I  believe 
it  would  qualify  as  a  profession. 


2.  Try  to  help  them  to  understand  the  responsibili¬ 
ties  of  the  business  world,  of  the  employer's  world; 
to  understand  his  way  of  thinking  and  how  they 
would  fit  into  the  position  in  top  management. 


3.  Naturally,  it  would  take  a  lot  of  patience  and 
understanding  on  the  part  of  the  secretary  to 
understand  that  her  employer  is  an  extremely  busy 
person  and  neglects  to  inform  her  of  all  decisions 
and  appointments  that  he  has  made.  It  would  take 
a  little  time  to  "train”  him.  By  gentle  suggestions 
and  reminders,  she  might  be  able  to  show  him  that 
it  would  work  better  if  she  were  informed,  and 
certainly  this  would  take  time,  and  she  must  be 
most  tactful. 


0 


of  knowledge,  experience,  and  ability.-  ~*f¥e*vuf  *pond 


Miss  Sue  Russell,  CPS,  ihe  1961  Secretary  of  the  Year,  receives 
congratulations  from  Mrs.  Martha  Michalik,  CPS,  1960  SOTY 


Five  Reasons  Why  People  Work 

Dr.  Charles  McDermid,  Consulting  psychologist 
with  Humber,  Mundie  &  McClary,  Evanston,  Illinois, 
recently  talked  to  a  group  of  office  women  about  the 
needs  their  jobs  satisfy.  "The  main  motives  are 
money,  activity  and  stimulation,  responsibility,  recog¬ 
nition,  and  opportunity  to  exercise  all  your  talents." 
People  share  these  basic  needs: 

1.  Physiological  needs:  food,  rest,  activity,  warmdh, 
shelter. 

2.  Security:  steady  work,  insurance,  savings,  invest¬ 
ments. 

We  want  to  keep  eating  three  sguare  meals  a  day. 
A  job  gives  financial  security.  Security  is  a  sense 
of  well-being. 

3.  Social  needs:  love,  friendship,  being  with  people, 
being  part  of  the  group. 

If  you  are  lonely,  you  can  get  an  ache  and  a 
hunger  for  friends  just  as  deep  as  your  hunger 
for  food.  Your  work  supplies  friends. 

4.  Esteem:  self-esteem  and  esteem  from  others. 

Work  provides  opportunities  for  building  our  self¬ 
esteem.  We  want  others  to  regard  us  highly.  We 
want  recognition,  status,  prestige,  respect — in 
other  words,  satisfaction.  These  are  the  most 
powerful  motivations  today. 

5.  Self-realization:  our  need  to  do  the  best  we  can 
with  our  abilities.  Fulfilling  your  role  in  life  gives 
self-realization.  The  people  who  do  so  are  the  ones 
who  give  the  most  and  get  the  most  out  of  life. 


"Money  satisfies  the  first  and  second  needs — physi¬ 
ological  and  security.  You  can't  buy  the  next  level, 
social  needs,  with  money.  (As  soon  as  one  need  is 
satisfied,  a  new  need  will  appear.) 

"But  money  becomes  important  again  on  the  fourth 
level,  esteem.  It  is  a  sad  fact  that  we  evaluate  others 
and  ourselves  on  the  basis  of  our  paycheck.  Put 
money  in  its  proper  place  and  keep  it  there,  so  that 
it  does  not  dominate  you  or  become  all-consuming. 
Money  often  substitutes  for  other  needs.  A  raise,  for 
example,  is  a  measure  of  the  esteem  you  are  held  in 
by  your  boss  or  your  company. 

"However,  money  does  not  affect  the  fifth  level, 
self-realization.  What  made  you  decide  to  do  office 
work?  Your  career  has  prestige  and  is  important. 
There's  the  satisfaction  of  m^aking  a  real  contribution 
to  the  welfare  of  others,  doing  your  best  job.  You  can 
make  full  use  of  your  abilities  and  opportunities.  Your 
work  offers  a  great  field  for  self-realization.  Make  the 
most  of  it! 

"Live  a  full  life.  Your  motivation  will  determnne  your 
job  success.  Performance  equals  ability  tim.es  motiva¬ 
tion.  The  amount  of  effort  you  want  to  expend  means 
success.  Your  abilities  are  there;  you  have  been  en¬ 
dowed  with  them.  What  you  do  with  them  makes  all 
the  difference." 


Careers  for  the  Mature  Woman 

Chicago-area  readers  who  have  friends  interested 
in  returning  to  the  business  world,  might  like  to  tell 
them  about  a  new  class  at  the  Central  YMCA,'^9  South 
La  Salle  Street,  Chicago  3,  Illinois.  The  course, 
"Careers  for  the  Mature  Woman,"  will  begin  on 
October  3,  1961,  and  run  for  ten  Tuesday  evenings 
from  7:40  to  9:00  p.m.  Tuition  is  $18. 

Your  editor  will  conduct  this  class  (as  well  as  one 
on  "Human  Relations  in  the  Office").  Write  or  phone 
the  YMCA  at  CEntral  6-8600  for  information. 


An  Emblem  for  the  Working  Girl 


The  pin  shown  here  in  actual  size  is  the 
prize  offered  for  the  best  letter  in  the  con¬ 
test  on  "Using  Your  Initiative."  Deadline 
for  entries  telling  how  you  used  your 
initiative  on  the  job  is  September  30, 1961. 

Describe  the  situation  in  250  words  or 
less,  typewritten  and  double-spaced.  In¬ 
clude  your  name,  position,  company  name  and 
address,  and  mail  your  letter  to  the  address  on  the 
bottom  of  the  last  page. 


y' 


A  New  York  jev/eler ‘'designed  this  pin,  as  well  as 
a  charm  and  a  disc,  bearing  the  legend,  "From  Nine 
to  Five."  All  three  emblems  are  available  gold-plated, 
gold-filled,  or  in  sterling  silver  or  14K  gold.  For 
details,  contact  the  editor. 


FROM  NINE  TO  FIVE  By  Jo  Fischer 


“I  got  on  the  school  bus  by  mistake." 


The  Mailbag 

Guest  Editorials  Welcome 

In  addition  to  serving  as  secretary  to  the  manager 
of  our  department,  I  hold  the  position  of  office  ad¬ 
ministrator.  One  of  the  major  areas  of  accountability 
is  the  supervision  of  six  employees. 

All  of  us  go  through  periods  of  laxity  regarding 
estabhshed  office  policies.  We  tend  to  overstay 
coffee  breaks,  extend  a  lunch  hour  a  few  minutes, 
etc.  In  such  instances,  I  merely  distributed  the  at¬ 
tached  "Ten  Commandments."  The  results  were  very 
gratifying. 

If  you  feel  it  would  contribute  anything  to  your 
publication,  my  girls  and  I  would  be  happy  to  share 
it  with  other  readers. — Madge  L.  Martel 

Thanks  for  the  excellent  material,  which  we've 
used  as  the  guest  editorial  on  the  front  page.  If  other 
women  have  good  ideas  they're  willing  to  share  with 
Bulletin  readers,  we'll  be  glad  to  get  them. 


More  Truth  Than  Poetry 

Just  thought  you  might  be  interested  in  reading 
what  one  of  the  men  in  our  office  passed  around  to 
the  girls.  It  is  strongly  written,  but  quite  true  and 
amusing. — Bernice  M.  Dyck 


March  of  the  Zombies 

We  see  it  every  morning — 

It  happens  every  day, 

A  double  file  of  female  clerks 
Meandering  on  their  way. 

The  thing  that  puzzles  all  the  men 
And  gives  the  boss  gray  hairs. 

Is  when  girls  go  to  the  powder  room. 
They  always  go  in  pairs. 

Perhaps  the  trip  is  long  and  rough. 

The  hall  is  dark  and  lonely; 

But  two  by  two,  they  always  go 
To  the  room  marked  "Ladies  only." 

The  poor  boss  stands  and  tears  his  hair; 
He  is  simply  torn  with  grief. 

The  day's  production  goes  to  pot. 
While  the  girls  go  on  relief. 

At  one  o'clock  each  afternoon. 

The  march  begins  once  more. 

What  goes  on  in  that  back  room 
That  cannot  wait  till  four? 


The  only  way  that  I  can  see 
To  make  production  boom. 

Is  to  move  the  whole  darned  office 
Into  the  ladies'  room. 


Maybe  the  gals  pair  up  to  discourage  the  office 
wolf  lurking  in  the  corridor. 

Sincerely, 

Marilyn  French,  Editor 
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